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CHAPTER I 
STATEMENT OF THE PROBLEM 
The purposes of this study were to make a survey of 
the occupational opportunities available to youth of high-
school age in the city of Cambridge, to determine the future 
occupational needs of students who take the business curric-
ulum, and to obtain data which may be helpful in the revision 
of the business education program. 
Analysis of the Froblem 
In order to obtain a comprehensive understanding of 
the scope of the major problems of this study, the following 
subordinate problems were formulated: 
1. 
2. 
3. 
4. 
5. 
Through what sources were office employees secured 
by large and small offices? 
How many office workers were employed between the 
ages of sixteen and twenty-five years? 
What were the specific jobs performed by office 
workers? 
What kinds of office machines were used ? 
In what particular respects were employees under 
twenty-five years deficient in preparation for 
their work? 
6. I What suggestions were offered as to the subjects 1 
or types of work which the high school should stress : 
in training future office workers? 
-=--=---JI 
7. Were graduates employed in the kinds of positions 
for which they were trained? · 
a. What number were employed in large and small offices, 
and what was the distribution of activities? 
Importance of the Froblem 
No attempt at office job analysis has been made in 
Cambridge as a basis for organizing or revising the business 
education curriculum. 
Approximately 65 per cent of the student personnel in 
the Cambridge High and Latin School are enrolled in the 
business education curriculum. The size of this enrollment 
is indicative of the relative importance of business education 
in the total secondary school program. Attention needs to 
be devoted to a stu~ of the functions of the business educa-
tion program on the secondary-school level in Cambridge. 
The large majority of the students enrolled in the 
business curriculum seek preparation for employment upon 
graduation. The reasons students give for enrolling in 
business courses indicate that the majority of them choose 
business education in order to satisfy either an immediate 
or more remote vocational purpose. If the city of Cambridge 
maintains ita secondary schools to prepare its youth for 
earning a living when they are graduated, then a careful 
I analysis should be made of the vocational needs of students 
i 
~ing in the business curriculum. 
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A survey of the occupational opportunities available to 
youth of high-school age in the city of Cambridge should be 
undertaken periodically. These studies are essential in 
determining whether students have obtained positions for whicb 
they have been trained and whether the business training 
program is adequately meeting the needs of students. In the 
light of the findings of these studies, necessary revisions 
should be made in the business curriculum. 
Definition of Terms 
To provide a clear understanding of terms frequently 
used appearing in this study, the following definitions are 
1 
given from the Dictionary of Educa tion. 
Evaluation: The process of ascertaining or judging the 
value or amount of something by careful appraisal. 
Curriculum: A systematic group of courses or sequence 
of subjects required for graduation or certification in a 
major field of study. 
Business Education: That area of education which 
develops skills, attitudes and understandings essential for 
the successful direction of business relationships. 
Business Subjects: The subjects that prepare either 
directly or indirectly for successful participation in 
business activities. 
Job Anal{sis: The determination of the skills and items 
of knowledge ~at a worker must possess in order to do a 
specific job. 
Survet: A plan by Whi¢h the experience or status of 
young peop e who have left school are investigated , for 
securing facts to improve the plan of guidance for t hose 
still in school. 
1 Carter v. Good, Editor, Dictionary of E-ducation, McGraw-
Hill Company, New York, 1945. 
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Delimitation of the Problem 
!his stu~ was limited to a survey of the fiTe hundred 
industries of. the cit7 of Cambridge to determine job activ-
ities and t.Jpes of office machines used. 
The studT was not conce~ed with follow-np, but was 
concerned with Job classification and the degree of speei&l• 
ization of individual jobs. This tne of data wollld lend 
itself to adaptation to the public school system involved. 
No attempt was made to include a survey of desirable 
attitudes and personalit.J traits, ainoe many adequate stud-
ies have been made in this area. Unlike office skill activ-
ities which tend to Tar.J with different tJpea ani sizes of 
communities, personality and character traits required for 
success in office jobs of various types are much the same 
in all communities. 
!his study ia, confined. to job-activi 't7 analysis. 
ORAP!ER I:I 
!AOKGROUED OF TUE PROBLEM 
Industry has not superseded education in Cambridge. It 
is still a university city to a greater extent than ever 
before. Industry has, however, replaced education as the 
most prominent characteristic of the city. The oity has 
500 industries and is a great warehousing center for merchan-
dise. Cambridge stands first in the country as a confection-
ery center, and is prominent in the manufacture of soap; 
bread and other bakery products; printing; publishing; the 
. manufacturing of rubber goods; shoes; electrical machinery; 
apparatus, and supplies; foundry and machine shop products; 
furniture; and many other products. 
The industrial establishments employ 30,000, with 
annual wages paid of $2~,000,000, and with products an:nua'lly 1 . 
worth $160,000,000. Cambridge oan probably double its 
present industrial output, and may do so in the next score of 
years. The city bas everything to work with in the way of 
labor supply, transportation, and manufacturing facilities. 
There :ls a customer market of 30,000,000 potential consumers 
within an area of 500 miles radius to purchase the products 
made. 
1 William Towneend, Secretary, Cambridge Chamber of Commerce • 
... 5-
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The financial insti tu.tions of Oambrisge are 14 in num-
ber with four savings banks with deposits of $87,975, 000; 
five commercial banks with total deposits of $53,015,000; 
five co-operative banks with deposits of $11,400,000. These 
banks are well housed and progressive. Total deposits in all 
the banking institutions are $152,390,000. 
Assessed valuation of prop~rty is tl71,336,200. Tax-
exempt propert7 is over $98,201,588. The bonded debt of 
the city is $7,245,238.00. The population is 113,000. 
Altb.gether, there are 41 private schools, colleges and 
academies in Cambridge. These institutions house a combined 
student body of over 30,000 and employ more than 6,000 teach-
ers and staff members. They represent a building investment 
of over $55,000,000. There is an extensive public library 
s.ystem, with a main building and seven branches. 
The public school system in Cambridge operates on an 
8•4 plan, with grades nine, ten, eleven and twelve making 
up the senior high school. In 1949-1950, Cambridge High 
and Latin School had a total enrollment of 2,150 students; 
1,350 were in vocational business courses. 
The courses provided in shorthand, typewriting, book-
keeping, and business machines have been organized under 
what is called a "Commercial Cu.rriau.lum", which provides 
for specialization designed to prepare students for employ-
ment in recognized positions in business. The first step 
that should be taken in providing occupational training 
pro ams for business is th&t of identi 
I! 
I 
I I occupations for which training programs may be offered. 
I 
i 
I 
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I 
Job requirements, then, for the occupations selected must be 
determined and specific training covering these requirements 
mnst be provided in order to insure that students possess 
the necessary skills and information required for employmen t 
i n the occupation . 
Since students may, of thei-r own volition, choose 
specific subject courses, the program as presently organized, 
can not be considered a satisfactory vocational training 
program. 
Graduates of the business curricUlum are required to 
complete 16 units of credit for graduation. A student may 
choose a program which will give him neither an adequate 
general high school education nor sound vocational training 
for business. For example, a student may accumulate suffi-
cient units for graduation from the business program by 
choosing courses from the social studies field, science, or 
the modern language field so that his concentration in the 
business studies would cover only the beginning stages of a 
complete vocational training program. 
The following office machine equipment is available in 
the high school for training purposes: 
163 
24 
7 
7 
5 
3 
2 
2 
Typewriters 
Calculating Machines (Hand Driven) 
Bookkeeping Machines 
Comptometers 
Dictaphone Transcribing Machines 
Mimeographs 
Mimeoscopes 
Dictatin Machines 
7 
2 Electric Typewriters 
1 Calculating Machine (Electric} 
1 Listing Machine 
1 Ediphone Transcribing Machine 
Table I shows the enrollment in business classes and 
the average size of classes for each subject. 
TABLE I 
ENROLLMENT AND SIZE OF BUSINESS CLASSES 
No, of 
Subject Classes 
Shorthand I 9 
Shorthand II 4 
Office Practice 10 
Machine Accounting I 4 
Typewriting I 12 
Typewriting II 7 
Bookkeeping I 13 
Bookkeeping II 7 
Commercial Arithmetic 15 
Junior Business 13 
Training 
Geograpby 14 
Commercial Law 4 
Economics 3 
Student Average Size 
Enrollment of Class 
218 24.3 
93 23.3 
128 12.8 
49 12.2 
360 30.0 
166 23.7 
402 30.9 
164 23.4 
400 26.6 
359 32.2 
404 28.8 
105 26.2 
74 24.6 
Enrollments in advanced shorthand, machine accounting, 
typewriting, and bookkeeping are usually less than ene- half 
of the enrollment in the beginning courses in these subjects. 
8 
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An extremely high student mortality rate occurs in the 
technical skill business courses. This loss in enrollment 
constitutes a great educational waste. The htgh student 
mortality rate may be traced to several conditions: ~·~·, 
many students may lack the abilities and aptitudes necessary 
to profit from a study of the existing vocational courses, 
present methods of vocational and educational counseling 
may be ineffective, or the business curriculum may be ill-
adapted to meet the needs of students of varying abilities 
and aptitudes. Notwithstanding the assumptions that might 
be made concerning the high student mortality rate, the 
conditions surrounding this situation should be thoroughly 
explored by the school staff with a view toward applying 
corrective measures. 
The gnidance program in the Cambridge Righ and Latin 
School is centered in the activities of three assistant 
headmasters and four deans. These seven full-time persons 
direct their activities, for the most part, in assisting 
individual pupils with their problems. Each dean is respon-
sible for the girls in one grade. Three assistant.ft to the 
headmaster share the responsibility for the boys in the four 
grades. Because of the large number of girls, the load of 
the guidance personnel varies considerably. 
9 
OR.APTBR III 
REVIEW OF RELATED LITERATURE 
This follow-up stud-7 was undertaken to determine the 
training needed by graduates for employment in the business 
office. With this and other pertinent information, the 
business curriculum could be evaluated and improved. A 
review of the findings of the earliest and the most recent 
studies in this field ie offered for consideration in this 
chapter. 
The idea of a survey is not a new one. Frederick G. 
1 
Nichols, a pioneer in business education, sent a letter to 
businessmen requesting their suggestions for, and criticism 
of, business education in "Commercial Schools." Eighty 
replied. The businessmen whom he ehose to consult may be 
assumed to have been carefullY selected. 
The following distribution of businesses is important 
as indicating the spread of the investigation with respect 
to the types of business. This represents a fair spread. 
While the exact number crf employees of each eoncern is not 
shown, it is safe to assume tha.t the range is great. 
1 Frederick G. Nichols, Commercial Education in the High 
School. New York: D. Appleton-Century Company:-l§S!. 
•10-
1: 
I 
II 
I' 
I 
Name of 
Business 
Manufacturing 
TABLE II 
DISTRIBUTION OF BUSINESSES 
Distribution 
Public Utility 
Banke -----~1:1 
-------·-0 Insurance 
Oil 
Investments 
Employment Bureaus 
Educational Institutions 
Retail 
Foreign Trade 
Y.M.C.A. 
Aesociations--Businesam·en.·. 
Mail Order 
Mining 
Unidentified 
5 
----4 
--~ 3 
--2 
-2 
--,:-
-1 
1 
1 
1 
1 
* Number of such business represented 
30* 
Here is the gist of the eummary which appears in the 
printed report. The main deficiencies in the curriculum 
are four in number. (1) Insufficient insistence on funda-
mentals is given first place in the list. 
The following table (Table III) shows the extent of 
agreement on this point. 
!~-==-=--=-
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TABLE III 
DEE'ICIENCIES IN COMMERCIAL CURRICULUM 
Name of 
SUbject 
Grammar 
Aritbmetic 
Selling 
Writing 
Three R's 
Fundamentals 
Distribution 
----------------~2~0 
_______ .....:13 
4 
- .... 1-
2 
(2) Commercial curriculums are too diverse and extensive 
30 
is the second suggested deficiency. (3) The exclusion of 
cultural or academic subjects in the commercial curriculum 
is the third criticism. (4) Teaching of antiquated methods 
in office work was ranked fourth among the criticisms of the 
commercial curriculum. 
The author of the report says of the ·ei ghty letters: 
These letters indicate further that business men 
are in favor of a commercial high school curriculum 
consisting of two parts, the 'cultural or academic work' 
and the 'practical or business work'. The latter is 
itself split into two divisions, the first being the 
'book and instruction work': the second being the 
'ethical or inepira.tional work'. This suggestion has 
been met already. It is doubtful if there is a four-
year high school commercial curriculum in the United 
States that does not contain both academic and com-
mercial work in almost unvarying proportions, ap-
proximately half of each. 
The implications from these eighty letters that boys 
and girls trained in the commercial curriculum are woefUlly 
lacking in knowledge of office methods and p~ocedures , and 
lack correct habits of thought and action , should be studied 
12 
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II 
I 
thoroughly by every educator who is responsible for this 
kind of public school training. 
Apparently employers demand something more than skill 
and character; they want their employees to be intelligent 
about the limitations of their initial positions, about 
their occupational relationships, about promotional possi-
bilities and about their own part in securing desired ad-
vancements. These office managers seek candidates for 
employment who possess occupational intelligence. 
In 1919, the Commission on the Reorganization of 
1 
Secondary Education believed that the curriculum should be 
so formulated as best to serve the community in which it is 
maintained. Most schools believe that they are now serving 
their community well. But, as a matter of fact, many 
schemes of business education have been made with insu£fi-
cient knowledge of the actual needs of the communities, and 
are continued without any certainty as to whether their 
product is meeting those needs or not. 
The committee of the Department of Business Education 
of the National Education Association urged the necessity 
for a local educational survey to determine the kind of 
commercial education needed. Such a survey could .be 
1 U'nite'd States Government Printing Office, United States 
Department of the Interior, BUlletin, 1919, No. 56. 
1 
originated and promoted by the school authorities, but to 
be effective it should bave the endorsement and active sup-
port of Chambers of Commerce or of ether commercial organi-
zations. If the representatives of education make the proper 
presentation of the survey idea, they will find little or 
no difficulty in enlisting the cooperation of business 
organisations. The survey offers a splendid opportunity 
for cooperation between businessmen and teachers. 
The Committee was of the opinion that no beat commercial 
curriculum can be made for all commwiities, or for all pupils 
of a given community. Th,ere are a few funde.mental sub3ects 
in business education, such as bookkeeping, commercial arith-
met:S.c, commercial geograpby, commercial law, and business 
English. Even some of these are a bit indefinite, and in 
certa:S.n quarters, questions have been raised as to their 
practical value. The Committee, however, holds that these 
subjects have been worked out with sufficient definiteness 
to make them valuable as instr\Uilents of education, and that 
they may be so taught as to provide a foundation for special-
ized commercial education. 
The Oommittee did not deem it wise to recommend a 
single, definite, fixed business curriculum. It regarded 
as the most .useful function, not the recommendation of a 
stereot.Jped procedure, but rather the statement of broad 
principles that could be applied to the widely diversified 
situations existing in various parts of the country. The 
14 
curriculum for any school, or group of pupils, or indeed, 
for any pupil should be worked out with due regard to the 
time and opportunity which the pupil or pupils may give to 
the studies, their probable future life interests, and the 
obvious commnnit.J needs. 
During the year 1$47 the education committee of the 
Seattle chapter of the National Office Management Assooia-
1 
tion, in co-operation with the Seattle Public Schools and 
the University of Washington made a business survey of the 
cit7 of Seattle. 
The study gave special consideration first, to the 
number of beginners re~uired annually to fill clerical 
office positions in Seattle; second, the most common de-
ficiencies found in begiDners, and third, the mechanical 
equipment with which beginners should be familiar. 
The final stud1, published b7 the Seattle chapter of 
the National Office Management Association, contained the 
following twelve recommendations: 
1. An immediate expenditure of $111,250 should be 
made for the modernization of equipment in the 
Seattle high schools and Edison Vocational School. 
2. The University of Washington should revise its 
entrance requirements to conform to those of 
all the other state institutions of higher 
learning in Washington; that is, the onl7 re-
quirement should be graduation from an ac-
credited high school, with a grade point 
1 Seattle National Office Management Association Joint 
Educational Committee, "Business Education--the Door to 
the New Frontier," Balance Sheet, Vol. 29, March, 1948, 
P• 336. 
16 
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average as high as the institution wishes. 
3. Those who are preparing the revised curriculum 
for the Seattle schools should include among 
the requirements for all students instruction 
in financial planning, record keeping, functions 
and procedures of business institutions, and 
those aspects of law which the citizen must know 
for self-protection. 
4. High school education should be extended to 
include the privilege of attending through the 
thirteenth and fourteenth years . 
5. CQmmeroial work at Edison Vocational School 
should be expanded, and more opportunities for 
specialization should be provided. 
6. Seattle high schools should begin a eo-operative 
education plan with business offices, similar to 
the plan now being followed in retail selling, 
to provide work experience for students before 
they take full-time clerical positions. 
7. Ari tbmetic should be a requirement for gradua-
tion of all senior high school students. 
a. The merchandising course of study should be 
made as complete and as well defined as the 
stenographic or bookkeeping course. 
9. Certificates of proficiency should be given 
to students of the business course who attain 
the standards of skill and knowledge for a 
specific position as agreed upon by the National 
Office Management Association and the high schools. 
10. A closer co~operation and collaboration should 
be brought about between educators and business 
organizations. 
11. A :tul.l-time supervisor and currioul.um director 
of business education should be selected for the 
Seattle high schools. 
12. A definite sum of money should be allocated 
every year for the purchasing of new equipment. 
l' 
,, 
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'i Herbert A. Tonne, in his stu~, showed the workers in 
I· 
11 business occupations in the years 1930 and 1940. Table IV 
shows a considerable increase in the number of clerical 
workers in this ten-year period. 
TABLE IV 
WORKERS IN BUSINESS OCCUPATIONS IN 1930 AND 1940 
1930 1940 
Per 
Workers Number Cent Number 
Clerical workers 1,584,362 3.67 2,509,641 
Managerial workers 2,161,418 4.02 2,379,740 
Sales workers 3,272,349 6.99 3,557,726 
Stenographers, secretaries, 811,190 1.72 1,174,886 
and typists 
Bookkeepers, accountants, 981,148 2.09 971,685 
and cashiers 
Total in business 8,910,467 19.00 10,593,684 
occupations 
Total in labor force 47,494,000 53.00 53,299,000 
2 
~=~J 
4.73 
4.49 
6.71 
2.21 
1.741 
20.00 
52.70 
According to Tonne, these figures were equated so as 
to be comparable, inasmuch as the 1930 concept of those 
gainfully employed is not the same as the 1940 concept of 
the labor force as used by the census. The data are 
1 Herbert A. Tonne, Chairman, New York Committee, Business 
Education for Tomorrow. Fourteenth Yearbook of the Eastern 
Commercial Teachers Association. Somerville, New Jersey: 
Somerset Press,Inc., c. 1941, P• 41. 
2 Ibid"' P• 118. 
-----.,=---=== ==-===-==~ 
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compilations of occupational groups and nec~:sarily, t~erefore .!: -=-=--c=--
approximations. These figures must, therefore, be used with 
caution. In spite of this, these data are for most purposes 
more rel iable than those obtained from local surveys, in-
asmuch as the census statisticians are at least aware of 
these difficUlties, while local surveyors often blithely 
ignore them. 
1 
In 1941, Catherine Santamaria made an analysis of 
office workers. Her problem was to "analyze the office 
services of office workers in communities of 10,000 popula-
tion or less as a basis for determining the business curric-
ulum content of high schools located in such communities." 
It wa s her purpose to find out from the employees which of 
the duties they performed were important or unimportant, 
those duties which should be taught in school, or on the 
job, and how much time was spent on such duties. In addi-
tion, she hoped to find out from the employers what they 
expected their office workers to be able to do. 
The work of 168 employees was studied and 78 employers 
were questioned. Data were collected by a check list of 
duties . and an education form. These were distributed 
personally or mailed to office employees. The results of 
this study ·!revealed that office workers in the communi ties 
1 Catherine Santamaria, "An Analysis of the Office Services 
:Performed by Office vVorkers in Small Communi ties," Master's 
Thesis, School of Educa.tion, Boston University, 1941. 
studied depended a great deal on their high school for their 
business education. It was emphasized that high schools 
must assume the responsibility of training their commercial 
graduates to enter office jobs. After high school a pre-
dominance of clerical duties was found to be performed by 
high school graduates. 
1 
A atud:y' was made in :Nashua, New Hampshire, by Ryan, for 
the purpose of evaluating the program of instruotion in 
office akills and job counseling services offered students 
and graduates of the vocational business education curricUlum. 
A questionnaire sent to 150 graduates in the city was the 
method used in securing the data. 
2 
On the basis of returns from 134 graduates, Ryan made 
the following recommendations for improving the business 
education curriculum at Nashua High School: 
1. The only "required" subjects in the business 
curriculum shoUld be typewriting I, ~pewriting II, 
and clerical office practices or similar integrat-
ing course. Courses in bookkeeping and stenography 
should be "elective". 
2. '!he basic core of the business curriculum shou1d 
be the development of Skills in applied typing, 
filing, rotary and key-clri ven calculators, Burroughs 
adding machine, and business oommunioation. 
3. Teachers of t,ypewriting shoUld strive to develop 
a high degree of skill in those t,yping activities 
which are called for most frequently on the ~ob; 
filling in printed forms, addressing envelepee, 
folding and inserting letters into envelopes, 
copying from handwriting and rough 
1 1li17 Agnes Ryan, "A Job-Activity Analysis and Follow-up I 
Study of 1946, 1947, and 1948 Business Department Graduates 
ot Nashua High School, Nashua, New Hampshire," Master's Thesis 
School of Education, Boston UniversitJ", 1949. 
19 
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3. {continued) 
draft materialt typing bills and in~oices, 
handling multiple carbon packet typing ~ 
tabulation and statistical work, and typing 
manuscripts and reports. 
4. The following filing activities should be 
stressed in school preparation: filing alpha-
betically by name, preparing material for 
filing, numeric filing, keeping follow-up 
file, and cross-referencing. 
5. Some provision should be made for training 
in proper telephone behavior in the office. 
All students should have opportunity during 
the school training period for practice in 
using the telephone under simulated office 
condi tiona. 
6. The office practice course should include 
as one of the major units of instruction, 
"How to properly receive office callers and 
clients." :Practice in the carrying on of 
office conversations should be given. 
7. Provision should be made in both the applied 
typewriting course and in the office practice 
course for composing letters at the typewriter. 
This type of skill is developed gradually and 
cannot be acquired in a. single unit of work. 
a. The bookkeeping course of study should be 
elective and only those students who show 
aptitude for this type of work should be 
encouraged to take the course. :Pupils should 
be required to develop a high standard of 
proficiency in penmanship and figuring skills 
instead of spending long periods of time in 
solving involved arithmetic or bookkeeping 
problems. 
9. A study .should be made of employer opinion 
of the effectiveness of the high school train-
ing program. A comparison of the data from 
an employer survey with data secured from an 
employee survey should yield more valid in-
formation than this study alone can provide. 
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10. The business department should provide with 
the means at its disposal at the present 
time some arrangement for continued job 
counseling services to business graduates 
whioh would be available for at least three 
years after graduation. 
1 
In 1949 Reo Muni made a follow-up stu~ of the 1935-
1949 business graduates of Barnegat High School, Barnegat, 
New Jersey, to determine how well the existing curriculum 
had prepared these graduates for success in business posi-
tions and for conducting their business affairs of every-
day living. 
Questionnaires were mailed to 157 business graduates, 
and 93 were completed and returned. 
The stuay indicated about 62 per cent of the graduates 
felt that high sehool preparation was adequate for jobs 
held since graduation, about 19 per cent felt that it was 
not adequate, and approximately 19 per cent of the 93 grad-
uates reporting did not reply to this ~uestion. 
Fifty-two per cent of the 93 graduates who reported 
had used shorthand on jobs held, while about 48 per cent 
did not. Only one boy out of the 14 reporting used short-
hand. Almost half of the business graduates had spent two 
years stu~ing a technical subject which they did not use 
after graduation. 
1 Reo Muni, "A Follow-up Study of the 1935-1949 Business 
Graduates of Barnegat High School, Barnegat, New Jersey," 
Master's Thesis, Boston University, 1949, 74 pp. 
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The business machines used by the graduates in order 
of frequency of use were: typewriter, adding machine, mimeo-
graph, cash register, liquid duplicator, calculator, dictat-
ing machine, bookkeeping machine, comptometer, and te~e­
typewriter. ]~ny graduates used business machines for 
which they had received no training while in high schoo~. 
The three least valuable subjects according to the 
graduates were business law, shorthand, and junior business 
training. Shorthand was one of the three most valuable 
subjects to about half of the business graduates reporting, 
and one of the three least valuable to the remaining half. 
The three most valuable business subjects according 
to the graduates were typewriting, shorthand, and book-
keeping. 
The three most valuable non-business subjects as 
reported by the business graduates were English, home 
economics, and history. 
Training received on the job by the business graduates 
which they felt could have been acquired i n school included : 
business machine training, psychology of dealing with 
people, business manners and habi ts, personality and groom-
ing, and advanced bookkeeping. 
Over 53 per cent of the graduates felt that high school 
preparation was adequate for conducting everyday business 
affairs, 43 per cent felt that it was inadequate, while 
about 3 per cent did not reply to this question. 
----- I' 
I 
The items which many of the graduates felt should 
receive more stress in high school in connection wtth prep-
aration for conducting everyday business affairs were: life 
insurance, income tax information, budgeting, property in-
surance, consumer information and others. 
On the basis of the findings Muni made the following 
recommendations for improvement in the. business curr iculum: 
courses in retail selling, office machines, consumer educa-
tion and bookkeeping II. Since the study revealed that 
only half of the business graduates had used shorthand on 
jobs held after graduation, t wo areas of study appeared 
desirable i n the business curriculum - - a secretarial con-
centration and a general business concentration. Those 
students who studied in the secretarial concentra tion would 
take shorthand and secretarial studies, while the general 
business students would not. 
A similar study to determine the job activities of 
office workers wa s made in Gardner, Massa chusetts, a manu-
1 
facturing city, by Thatcher to determine for curriculum 
revision purposes the act ivities and duties most frequently 
performed by office workers, and to determine the effective-
ness of the business education program. 
1 Carolyn A. Thatcher, "A Job-Activity Ana~ysis and Follow-
up study of 1947, 1948, and 1949 Graduates of the Business 
Department of Gardner High School, Mas sachu;setts," Master's 
Thesis, Boston University, 1950. 
I. 
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Of the 157 questionnaires mailed out, 151 were com-
pleted and returned. 
The results of this survey showed that all of the 
typing activities ranked in the upper half in total fre-
quency of performance; the boolrkeeping activities ranked 
in the lower half as far as total frequency of performance 
was concerned; the majority of the stenographic and the 
secretarial activities ranked in the upper half for total 
frequency of performance. The filing activities had time-
frequency rating of 50 per cent or higher. 
The findings of this study revealed that the ability 
to compose at the typewriter ~hould be developed early in 
the course; one year of bookkeeping instruction should be 
sufficient for clerical workers to help them understand 
the importance of many clerical jobs; the stenographic 
course needed little or no revision. Since filing ranked 
highest in total frequency, more training should be offered 
in this area, and a clerical practice course should be 
organized for the twelfth grade. 
The idea of a job survey is not a new one. Several 
job surveys were made in the 1920's by the Job Analysis 
and Informatio~ Section, Division of Standards and Research 
of the United States Department of Labor. These studies 
resulted in job descriptions for many occupations. Descrip-
tions, still in use today, were prepared for the use of 
24 
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public employment offices, and related vocational services. 
They were based on information gathered by actual observa-
tion of tfpical jobs. 
If such surveys bring to light valuable information 
which may be used by business, educators, and graduates in 
promoting better relations between business and education, 
and in furthering the vocational training given while in 
school, it would seem well worth while to advance such 
studies. 
From the foregoing surveys that have been made, there 
is evidence of interest among business educators to find 
out what our high school students do and need on a job. 
Modification of courses of instruction, according to the 
outcomes arrived at as a result of these studies, is in-
dicative of the value to be derived from such survey,. 
The present survey which the Cambridge High and Latin 
School is undertaking should enable instructors to see · 
where revisions are necessary. Better gui!anoe and place-
ment functions should be established. 
The facts to be gained and the interpretation giTen 
them will haTe signtfieant bearing on the preparation and 
the organization of the business curriculum. The resUlts 
of this survey should result in fa:t~e analyses made at 
stated intervals. 
25 
'I 
[1 
I 
II 
II 
I 
/I 
,, 
.I 
I 
I 
I 
II 
I 
I 
Jl~ 
CHAPTER IV 
METHOD OF PROCEDURE 
Before conducting this job analysis, a survey of 
related literature was made to determine what type of 
information should be included, and to discover the findings 
of related research studies which had alrea~ been completed. 
With the knowledge gained from this background reading, 1 
a check list was constructed as a means of obtaining informs- / 
I, 
tion from the high school graduates of the classes of 1949-
1950. Before the data sheet was constructed, objectives 
were formulated to serve as a guide for constructing the 
questions. 
Before the check list was sent to the graduates, it 
was submitted to several business teachers and post-graduate 
students majoring in business education to obtain their 
suggestions. Using their suggestions, the check list was 
revised in its present form. Part of the questionnaire was 
devoted to an analysis of the job activities of the student. 
The Superintendent of Schools gave approval to the 
check list and to the letter of transmittal. 
A great deal of thought was given to the type of 
questions to be included in the data sheet. Some of the 
information was desirable from the point of view of the 
instructors t~ show them What the businessman e~ects the 
students to be able to do. The Cambridge High and Latin 
School was interested in finding out whether a student was 
active on the Job; how the student had obtained his initial 
position, and what percentage of students were still on 
initial jobs. Other questions related to t.Jpea of machine 
duties, time spent on specific Jobs, t,r.pea of employment 
teats given to prospective emplo7eee, and suggestions as 
to how high school 'business courses could be improved• 
Inspection of the school files showed that 426 graduates 
of the business education department were listed. 
The letter of transmittal, a cheek list, and a stamped, 
self-addressed envelope were mailed to the graduates. Be-
cause of moving without leaving a forwarding address , onl7 
418 students could be contacted. The data sheets were sent 
out the third week in Jlay, and 141 returns came in before the 
twenty-fifth of :May. At this time a second follow-up letter, 
enelosing another set of forms and a self-addressed, stamped 
envelope, was sent out. The second letter was more informal, 
and asked the student to visit the recentl7 established 
placement office. As a result of this second letter, 64 
replies were received bringing the total response up to 205. 
After ten days, a follow~p postal card was sent to graduates 
who etill bad not returned the check list. A period of seven 
da7s was allowed after the second follow-up before the stu~ 
was closed. In all 24'1 graduates replied. 
8'1 
In the present study, the facts to be gained and the 
interpretation given them should have significant bearing 
on the preparation and organization of the curricullllll· The 
attempt to discover what is happening on the job and the 
amount of time devoted to the performance of such duties 
should present to students, teachers and adminiatratore a 
clear visual picture of the employment duties to be met. 
A graphic presentation of the facts obtained should be of 
vital importance in the training and placement of the grad-
uates. The results of this analy-•is should be useful for 
future analy-ses made at periodic intervals. 
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CHA.l?TER V 
ANALYSIS OF THE FINDINGS 
This study was made to determine whether students had 
obtained positions for which they had been trained and 
whether the business training program was adequately meeting 
the needs of students. In the light of the findings of this 
study, revisions may be considered desirable in the business 
curriculum. 
TABLE V 
NUMBER OF QUEST! ONNAIR!lS SENT AND RETURNED 
ARRANGED BY CLASSES 
Number Number Sent Number Returned Per Cent 
Class in Class Bozs Girls Total Bozs Girls Total Returned 
1948 215 31 184 215 16 90 106 49.3 
1949 211 40 170 211 20 121 141 66.8 
Total 426 71 354 426 36 211 247 58.0 
From a total of 426 graduates of the business curriculum 
of the 1948 and 1949 classes, 247 questionnaires were re-
ceived. The returns from classes were: Class of 1948, 106 
questionnaires, or 49.3 per cent; Class of 1949, 141 ques-
tionnaires, or 66.8 per cent. The number of boys and girls 
who responded is shown in Table v. Returns from members of 
the military service were disregarded. 
-29-
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Table VI shows the sources from which graduates secured 
their initial and second positions. 
TABLE VI 
SOURCES FROM WHICH GRADUATES SECURED POSITimTS 
Source 
High School 
Personal Application 
Friend or Relative 
Business Machine Company 
Civil Service Examination 
Public Employment Agency 
State Employment Agency 
Newspaper Advertisement 
u.s. Employment Agency 
Private Business School 
Total 
Position 
151 
16 
10 
5 
5 
4 
4 
1 
1 
19'7 
I Position 
21 
4 
2 
1 
4 
5 
3 
1 
1 
10 
52 
II 
The largest number were placed by the high school placement 
office. Sixteen obtained their first job through personal 
application, and four, the second position. Friends and 
relatives aided ten graduates in obtaining their initial 
positions, and private business schools placed ten who had 
done graduate work in these schools. Business machine 
companies were responsible for finding employment ~or six 
graduates. Public employment agencies obtained jobs for 
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nine, and nine graduates passed state Civil Service examina-
tions, and were working in state and municipal services. 
Newspaper advertisements provided job opportunities for two 
graduates. The State Employment Agency placed seven, and 
the u.s. Employment Agency secured positions for two grad-
uates. 
Table VII shows the numper of changes made by graduates 
from their initial employment. 
TABLE VII 
CHANGES IN POSITION 
Number 
Number of Changes * Reporting 
No change from initial 131 
oomp&n7 
l change 47 
2 changes 11 
3 changes 8 
Total 197 
Per Cent 
of Total 
66.5 
23.9 
6.6 
4.1 
100.0 
*Changes or promotions within a firm were not listed in 
this chart. 
~orty-seven made one change, but the majority evidently 
secured a satisfactory initial position. Eleven made two 
changes, and eight, three changes. One hundred thirty-one 
graduates remained with the same firm one or two years. 
3l. 
I Table VIII shows the lapse of time following graduation 
/ from high school before securing initial employment. 
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TARLE VIII 
LAPSE OlP TIME AFTER GRADUATION BEFORE 
SECURING INITIAL EMPLOYMENT 
Number 
Len~h of time Re;Eortins 
Immediately 169 
1 week 6 
2 weeks 2 
1 month 4 
2 months 2 
3 months 5 
4 months 3 
5 months 2 
6 months 2 
7 months 1 
1 zear 1 
Total 197 
Fer Cent 
of Total 
85.8 
3.1 
1.0 
2.1 
1.0 
2.5 
1.5 
1.0 
1.0 
0.5 
0.;5 
100.0 ,, 
1
1
, Table VIII shows that graduates had little diffioul ty 
jr 
1 in securing posi tiona. One hundred sixty-nine of the grs.d-
1 uates seoured employment immediately upon graduation. The 
tl 
11 remaining group took from one week to one year to locate 
positions. 
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As indicated by Table IX, six boys were employed as 
general office clerks, and four graduates as messengers. 
TABLE IX 
TY?ES OF POSITIONS HELD BY MALE GRADUATES 
Position 
General Office Clerk 
Sales Clerk 
Messenger 
Bookkeeper 
Clerk Typist 
Stenographer 
Laborer 
Dishwasher 
Stock Clerk 
Bookkeeping Machine Operator 
Comptometer Operator 
Manager 
Mail Clerk 
Checker 
Truck Driver 
Total 
Number 
Reporting 
6 
4 
4 
. 3 
3 
3 
2 
2 
2 
1 
1 
1 
1 
1 
1 
1 
36 
Per Cent 
of Total 
16.6 
11.1 
11.0 
8.3 
8.3 
8.3 
5.6 
5.6 
5.6 
2.8 
2.8 
2.8 
2.8 
2.8 
2.8 
100.0 
Four graduates were doing retail selling. Three graduates 
were employed as bookkeepers, three as clerk-typists, and 
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three as stenographers. Two graduates were listed as 
laborers, two as dishwashers, and two performed the ~unctions 
of stock clerks. Seven graduates, or 19.6 per cent,were 
employed as bookkeeping machine operator, comptometer 
operator, manager, mail clerk, checker, truck driver and 
shipper. 
Table IX indicates that the opportunities in book-
keeping and general clerical positions for employment of 
male workers are about as great for men as for women. 
Training progrrums that prepare for business occupations 
open to male workers must be established, and should include 
a wider range of subjects. 
Table X shows the types of positions held by the 
graduates at the present time. 
34 
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TABLE X 
TYPES OF FOSl!T.IONS HELl> BY GRADUATES 4T PRESENT 
Position :Number Per Cent 
General Office Clerk 62 23.0 
Stenographer 32 14.2 
Clerk Typist 31 13,8 
Bookkeeper 19 . 8.5. 
Store Work 12 6.3 
File Clerk 11 4.9 
Messenger 8 3.6 
Secretar;v '1 3.1 
Bookkeeping Machin~ Operator 6 2.'1 
Oomptometer Operator 5 2.2 
Biller 5 2.2 
Receptionist 
' 
1.8 
Stock Clerk 4 1,8 
Waitress 3 1.3 
Bookbinder 3 1.3 
Laborer 3 1.3 
Payroll Clerk 3 1.3 
Attendant Nurse 2 o.~ 
Bank Teller 2 0.9 
cashier 2 0.9 
. . TABLE X (concluded) 
Position 
DishWasher 
Telephone Operator 
Addressograph Operator 
Assistant Buyer 
Assistant Manager 
Checker 
Dictaphone and Ediphone Operator 
LinotJpe Operator 
Shipper 
Tra.ok Driver 
Total 
Number 
2 
2 
1 
1 
1 
1 
1 
l 
1 
1 
226 
Per Oent 
0.9 
0.9 
0.4 
o.4 
0.4 
o.4 
0.4 
0.4 
0.4 
0.4 
100.0 
Table X indicates that 52, or 23 per cent, of the grad-
uates were employed as general office clerks; 32, or 14,2 per 
cent, as stenographers; and 31, or 13.8 per cent, were em-
ployed as clerk typists. 
Nineteen were listed as bookkeepers, and 12 graduates 
were doing retail selling. Eleven were employed as file 
clerks, eight as messengers, seven as secretaries, and six 
as bookkeeping machine operators. 
Five graduates were employe! as comptometer operators, 
and five worked on billing machines. ~our were listed as 
receptionists, and four performed the dutiea of stock clerk. 
36 
II 
II 
I 
I 
I 
,! 
Three girls were employed as waitresses, three as book-
binders, and three as payroll clerks. Three boys were listed 
as laborers. Two graduates were employed as attendant nurses 
in state hospitals, two as bank tellers, two as cashiers, 
two boys as dishwashers, and two graduates were doing sec-
retarial work. 
Eight graduates, or 3.2 per cent, were employed as 
assistant buyers in a local retail store, assistant manager 
of a launderette, checker in a chain store, an apprentice 
linotype operator, dictaphone and ediphone operator, shipper 
and truck driver. 
Table XI shows the classifications of employers' 
business on initial jobs. 
TABLE XI 
CLASSIFICATIONS OF EMPLOYERS' BUSINESS ON INITIAL JOBS 
:Per Cent 
Business Number of Total 
Manufacturing 76 36.0 
Retail Store 51 24.2 
Insurance 24 11.4 
Miscellaneous 22 10.4 
Financial 21 9.9 
Automotive 8 3.8 
Foodstuff 5 2.4 
:Public Utility 4 1.9 
Total 211 100.0 
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As indicated in Table XI, seventy-six of the graduates 
obtained their first employment with manufacturing establish-
menta. Fifty-one respondents were engaged in retail store 
work. Insurance companies employed 24 graduates in various 
capacities. Twenty-two graduates were engaged in unclassified 
occupations such as hospital attendants, lawyers'· clerks, 
librarians' assistants, and receptionists. ·Banking and 
credit institutions employed 21 graduates. The growing 
automotive business employed eight graduates. Wholesale 
foodstuff concerns offered employment to five graduates. 
The New England Telephone and Telegraph Company and the 
Cambridge Gas and Electric Company had openings for four 
graduates. 
Although a great variety of business firms employed 
Cambridge High and Latin School graduates, the predominating 
ones were manufacturing, retail stores, insurance and banking 
institutions. 
Table XII lists the business organizations giving pre-
occupational tests and the types of tests given. 
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TABLE X!I 
COMPANIES GIVING PRE-OCCUPATIONAL TESTS 
comprow Type of Test 
American Mutual Liability Ins. Company Typing, Shorthand 
Civil Service 
Credit Bureau of Boston 
Dewey Almy Company 
Employers' Liability Insurance Co. 
F.w. Webste~ & Company 
First National St~ree, Inc. 
Harvard University 
Hood Rubber Company 
Household Finance Company 
John Hancock Life Insurance Co. 
Liberty Mutual Insurance Company 
Loyal Frotective Life Insurance Co. 
Mass. Bonding and Insurance Company 
New England Tel. & Tel. Company 
Rust Craft Company 
Sanborn Company 
Sears Roebuck Company 
Stop & Shop Company 
Strock & Company 
Wasco Flashing Company 
Intelligence, Typing, 
Shorthand · 
Soundex filing test 
Intelligence 
Aptitude 
Intelligence 
Office Machines 
Typing, Shorthand 
Intelligence 
Typing, Shorthand 
Intelligence, Typing 
Aptitude, Filing 
Typing, Shorthand 
Intelligence, Typing 
Intelligence 
Intelligence 
Typing 
Aptitude, Typing 
Intelligence 
Intelligence 
Intelligence 
I 
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Sixty-one graduates were required to take occupational tests 
prior to employment. No graduate reported failure in these 
company teste despite the lack of general school preparation 
for specific tests. Nine graduates reported having taken 
and passed State Ci vil Service examinations. 
The existing high student mortality rate in the tech-
nical subjects is evidenced in Table XIII. 
TABLE Xlii 
NUMBER OF YEARS THE FOLLOWING SUBJECTS WERE STUDIED IN SCHOOL 
One Two Number Per Cent 
Sub~ect Year Years Re;Eortins Drop-Outs 
Shorthand 26 66 90 27.8 
Typewriting 31 92 123 17.0 
Bookkeeping 48 62 110 43.3 
Machine Accounting 39 32 71 64.9 
Office Practice 71 11 82 
Only one year of shorthand was reported by 27.8 per 
cent. In second year typewriting, 17.0 per cent failed 
to enroll. Forty-eight, or 43.3 per cen~ did not continue 
with Bookkeeping II. Thirty-nine, or 54.9 per cent, of the 
machine accounting students either did not feel a need for 
~- second-year work, or were ill adapted to the subject. The 
eleven graduates who reported two years of work in Office 
Practice represented, on the whole, failures in the subject. 
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Notwithstanding the asBUJDptions that might be made concerning I 
the high student mortality rate, the conditions surrounding 
this situation should be thoroughly explored with a view 
toward applying corrective measures. 
Table XIV lists the filing systems used by graduates. 
TABLE XIV 
FILING SYSTEMS USED BY GRADUATES 
System 
Alphabetic 
Numeric 
Subject 
Charge and Follow-up 
Geographic 
Soundex 
Total 
Number 
Reporting 
58 
35 
21 
17 
11 
9 
151 
Fer. Cent 
of Total 
38.4 
23.2 
1{3. 9 
11.3 
7.3 
5.9 
100.0 
Of the six filing systems reported by the graduates 
in Table XIV, fifty-eight used the alphabetic system, and · 
35 the numeric system. Twenty-one indicated the use of 
the subject system. The charge and follow-up system was 
chiefly used in large department stores and insurance com-
panies as reported by 17 graduates. Eleven graduates. 
reported using the geographic system and nine, the soundex i 
system of filing. Many graduates recommended that the school II 
spend more time on the charge and follow-up method of filing. 
il 
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Table XV shows the average initial salaries without 
attempting to differentiate between jobs. The response to 
the question on salaries, which might be regarded as very 
personal, was very large. The initial salary was considered 
as the first salary that the graduate received in a permanent 
position. 
TABLE XV 
AVERAGE INITIAL WEEKLY SALARIES OF 197 GRADUATES 
Number Per Cent 
Group Salary Reporting of Total 
I $ 21-24 6 3.0 
II 25-28 52 26.4 
II! 29-32 99 50.3 
IV 33-36 21 10.7 
v 37-40 9 4.6 
VI 41-51 10 5.0 
Total 197 I OJO.O 
Store workers were listed in Group I. Fifty-two 
general clerical employees reported salaries ranging from 
$ 25.00 to $ 28.00. Group III represented machine operators, 
stenographers and bookkeepers. The salary range in Group IV 
represented salaries paid to secretaries, bank tellers, 
receptionists, cashiers, in general. The remaining salary 
groups represented bookbinders , assistant managers, truck 
drivers, shipper, and laborers. 
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Table XVI shows the different kinde of office machines 
used on the job by 138 graduates. 
TABLE XVI 
OFFICE MACHINES USED ON THE JOB BY 138 GRADUATES 
Number Using l?er Cent 
Machine Machine of Total 
Adding Machine 92 66.6 
Calculator 32 34.8 
Comptometer 26 18.1 
Billing 22 15.9 
Mimeograph 22 15.9 
Dictaphone and Ediphone 16 11.6 
Electric Typewriter 16 11.6 
Bookkeeping Machine 15 10.8 
Duplicator 14 10.1 
Addressograph 14 10.1 . 
Graphotype 4 2.9 
Vari-Typer 4 2.9 
Teletne 2 1.5 
The high school offers excellent training in the use 
of office machines, and the graduates were asked to check 
I machines used so that the school could keep pace with the 
~~~ expanding modern improvements. Table XVI lists the responses. 
Ninety-two, or 66.6 per cent, used the a~ding machine, and 
thirty-two, or 34.8 per cent, used the calculator. Twenty-
six, or 18.1 per cent, used the comptometer, and the billing 
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machine had been used by 22, or 15.9 per cent. The mimeo-
graph was used by twenty-two, or 15.9 per cent, and the 
dictaphone and ediphone were used by sixteen, or 11.6 per 
cent. Sixteen, or 11.6 per cent, used the electric type-
writer. The bookkeeping machine was used by fifteen, or 
10.8 per cent, and fourteen, or 10.1 per cent, used the 
addressograph. Fourteen, or 10.1 per cent, used the 
duplicator, and the vari-typer and graphotype were reported 
by four graduates. Two graduates mentioned the teletype. 
Table XVII shows the amount of time spent daily in 
filing. 
TABLE XVII 
AMOUNT OF TIME Sl'ENT DAILY IN FILING 
Number Per Cent 
Time Re;porting Reporting 
One-Half Hour 17 19.1 
One Hour 19 21.4 
Two Hours 17 19.1 
Tbree Hours 13 14.6 
Four B:ours 7 a.o 
Five Hours 3 3.3 
Six Hours 3 3.3 
Seven Hours 1 1.1 
Eight Hours 9 10.1 
Total 89 100.0 
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Eight.f-nine graduates, as listed in Table XVII, were 
doing some filing for one-half hour to eight hours daily. 
Most of the graduates were required to do some filing during 
the course of the work week. Seventeen respondents reported 
one-half hour daily in this activity, and ninet~en, one 
hour daily. Seventeen graduates reported two hours daily 
in connection with filing. Thirteen graduates spent three 
hours daily in filing. Twenty-three, or 25.8 per cent, 
were required to do some filing for four to eight hours 
daily. 
Table XVIII shows the amount of time spent daily in 
typewriting. 
TABLE XVIII 
AMOUNT OF TD!E SPENT DAILY m TYPEYVRITING 
Number Per Cent 
Time Re;Eortins ReEorting 
One Hour 14 10.7 
Two Hours 32 24.4 
Three Hours 23 17.6 
Four Hours 21 16.0 
Five Hours 20 15.2 
Six Hours 14 10.7 
Seven Hours 4 3.1 
Eight Hours 3 2.3 
Total 131 100.0 
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Table XVIII indicates that 14 graduates spent one hour 
daily in typing, and 32 graduates performed typing duties 
for two hours daily. Twenty-tbree graduates reported three 
hours daily of typing. 
Twenty•one graduates typed for a period of four hours 
daily, and twenty reported five hours every day in this 
activity. Fourteen graduates, or 10.7 per cent, spent six 
hours daily in typing duties. Seven respondents,or 5.4 per 
cent, spent seven to eight hours daily in typing activities. 
Table XIX lists specific activities performed in 
typewriting by one hundred thirty-one graduates. 
TABLE XIX 
SPECIFIC ACTIVITIES PERFORMED IN TYl'EWRITING BY 131 GRADUATES 
Number Per Cent 
Duty Reporting of Total 
Form Letters 52 39.6 
Transcribing Letters 39 29.7 
Billing 36 27.4 
Tabulating Material 29 22.1 
Cutting Stencils 21 16.0 
Dictation at Typewriter 15 11.4 
Statistics 11 27.4 
The graduates were asked to list the typewriting duties 
they were required to do on the job. The tabulation of the 
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duties is presented in Table XIX. Fifty-two, or 39.6 per cent,:l 
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of the duties were in connection with form letters. Thirty-
nine, or 29.7 per cent, spent some time in making machine 
transcribed letters, and thirty-six graduates spent some 
time in typing bills. Twenty-nine respondents, or 22.1 per 
cent, worked on tabulated material. Twenty-one graduates 
out stencils, fifteen took dictation at the typewriter, and 
eleven did statistical typing. 
Many of the graduates recommended that more time be 
given to billing and tabulated material in high school. 
Table XX shows the amount of time spent daily by the 
graduates in taking shorthand diotation. 
TABLE XX 
AMOUNT OF TIME SPENT DAILY IN SHORTHAND DIOTATIOlr 
Number :Per Cent 
Time Reporting Reporting 
One-ha.lf Hour 12 30 
One Hour 6 15 
Two Hours 12 30 
Tbree Hours 8 20 
Four Hours 2 5 
Total 40 100 
Table XX shows that the greatest number of graduates 
spent either one-half hour or two hours daily in taking 
dictation. Six graduates took dictation for a period of 
one hour each day. Eight graduates reported three hours 
daily of dictation, and two reported four hours daily in 
4'1 
this activity. 
Fifty- seven graduates reported doing some record keep-
ing daily as evidenced in Table XXI 
TABLE XXI 
.Al!OUNT OF TIQ SPENT DAILY IN RECORD KEEPIBG 
Nmnber· Per dent 
Time Reporting Reporting 
One-half Hour 3 5.2 
One Hour 3 5.2 
Two Hours 12 21.1 
Tbree Hours 10 17.5 
:H'our Hours 8 14.1 
Five Hours 10 17.6 
Six Hours ., 12.3 
Seven Hours 2 3.5 
Eisht Hours 2 3.5 
Total 57 lE>O.O 
Thirty-six, or 63.1 per cent, performed this duty from one-
half hour to four hours daily. Ten graduates indicated that 
they spent five hours daily in this activity, and seven 
reported six hours in this duty. Two estimated spending 
seven hours and two graduates spent a complete day in this 
type of work. Many- graduates reported that they duty of 
record keeping was performed occasionally during the •eek, 
but did not allot any specific time or period to the activ-
ity. The report did not show conclusive evidence that 
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record keeping was superseding bookkeeping duties for high 
school graduates. 
Table XXII lists the specific duties :performed in 
bookkeeping by forty-nine of the graduates. 
TABLE XXII 
SPECIFIC DUTIES PERFORMED IN BOOKKEEPING 
BY 49 GRADUATES 
Number Per Cent 
Duties Participating of Total 
Posting 20 40.8 
:Payroll 13 26.5 
Accounts Payable Ledger 11 22.4 
Statements 11 22.4 
Accounts Receivable Ledger 8 16.3 
:Petty Cash Fund 8 16.3 
Adjusting and Closing Entries 5 10.2 
Complete Set of Books 5 10.2 
Purchases Journal 5 10.2 
Sales Journal 4 8.1 
Journalizing 2 4.1 
Table XXII shows that 49 graduates :participated in 
I 
lj · some bookkeeping activity during the .work week. Posting 
II was the most frequent duty and was carried on by 20 graduates. 
Thirteen graduates made up the payroll, and 22 divi ded their 
aoti vi ties between statements and accounts payable .~ , ledger. , 
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Eight graduates reported making entries in the accounts 
receivable ledger, and eight kept the petty cash book. Five 
reported having kept a complete set of books, and five made 
entries in the purchases Journal. Adjusting and closing 
entries were made by five graduates, and four did some work 
in the sales journal. Journalizing was performed by only 
two graduate$. 
The personal qualifications of a secreta17 were evalu-
ated b7 the graduates in terms of their importance as listed 
in Table XXIII. 
TABLE XXII! 
PERSONAL QUALIJ!IIOATIONS OF A SECRETARY IN THE ORDER OF 
IMPORTANCE AS LISTED BY 124 GRADUATES 
Qualification I I! III IV V VI VII VIII Score* 
Personal Neatness 28 22 20 22 14 8 6 2 702 
Sense of Responsibility 24 30 20 16 10 12 6 4 6~4 
Oapabili't7 
Vocational Skill 
Initiative 
Personality 
Diligence 
Loyalty 
26 20 14 10 38 8 4 0 666 
16 18 14 20 14 18 10 12 580 
10 14 26 18. 12 16 12 10 554 
12 14 18 20 10 16 12 16 530 
2 4 
4 0 
4 6 14 28 30 34 332 
8 8 10 16 12 16 31.6 
*In order to make the results meaning:to.l, an arbitrary value 
of eight was given to each first place choice, a value of 
seven to each second place choice, a value of six to each 
third place choice, a value of five to each fourth place 
choice, a value of four to each fifth place choice, a value 
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of three to each sixth place choice, a value of two to each 
seventh place choice, and a value of one to each eighth place 
choice. 
Personal nea.tness ranked first with a score of 702, 
and sense of responsibility was second with a score of 694, 
while capability was third with a score of 666. Vocational 
business skill ranked fourth with a score of 580, and 
initiative ranked fifth, with a score of 554. Sixth, seventh 
and eighth places in the graduates' evaluation were person-
ality, diligence and loyalty, with scores of 530, 332, and 
316 respectively. 
Table XXIV shows the shorthand speed considered to be . 
necessary to get along on the job. 
TABLE XXIV 
SHORTHAND SPEED NECESSARY TO GET ALONG ON THE JOB 
Speed 
Less than 
75 w.p.m. 
80-110 
w.p.m. 
Over 110 
w.p.m. 
Total 
Number 
Reporting 
3 
27 
8 
38 
Per Oent 
Re;porting 
7.9 
71.1 / 
21.0 
1.00.0 
Al.though the question of actual speed requirements was 
not listed on the questionnaire, graduates assumed that the 
word "adequate" implied dictation speed. · Thirty-eight grad-
uates, as shown in Table XXIV, made specific reference to 
.fklsto:tl llnr Krn 
3dhnol o1 B6uca~i o~ 
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speed requirements. Three replied that being able to take 
dictation at speeds less than seventy-five words per minute 
is sufficient. Twenty-seven stated that a speed of 80 to 
110 words per minute was required, and eight, a speed in 
excess of 110 words per minute. Two graduates reported that 
Civil Service requirements were 100 words per minute for 
five minutes. Ninety-eight per eent of the graduates re-
ported that the shorthand speed acquired in high school was 
adequate for the beginning position. 
The typewriting speeds reported in Table XXV seem to 
be somewhat higher than would be expected of the average 
typist. 
TABLE XXV 
TYPEWRITING SPEED NECESSARY TO HOLD A JOB 
Number Per Cent 
SJ2eed ReJ2orting ReJ2ortins 
Less than 1 1.8 
40 w.p.m. 
40 to 60 42 76.4 
w.p.m. 
Over 60 12 21.8 
WeJ2eme 
Total 55 100.0 
Moat respondents mentioned accuracy rather than speed in 
their comments. Only one graduate reported that she could 
get along satisfactorily typing at a rate of speed of less 
than 40 words per minute. 
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Forty-two graduates felt that speeds of forty to sixty 
words were necessary, and twelve required speeds of sixty 
words or over. The speed at whioh one must be able to type-
write would naturally vary according to the type of office 
or concern. No graduate who had completed two years of type-
writing reported that the typing speed acquired in high 
school was inadequate for initial employment. 
Table XXVI indicates that a large number of the I 
Osmbridge High and Latin School graduates felt that addition- j 
al training after high school was necessary. 
TABLE XXVI 
GRADUATES WHO HAD RECEIVED FURTHER TRAINING 
Number Per Cent 
Training Reporting of Total 
Ful1 Time 21 8.5 
Part Time 62 25.1 
Total 83 33.6 
Eight graduates attended oomptometer schools to learn 
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skills not developed in the high school. Two were attending 'I 
Salem Teachers College, and twenty-five went to business 
schools. Local institutions were selected by the greatest 
number of graduates. 
I 
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The business schools attended were: 
American Institute of Ba:nking 
Bentley- School of Accounting and Finance 
Boston College School of Business Aruministration 
Boston University- College of Business Administration 
Br7ant and Stratton Commercial School 
Burdett College 
Chandler School f~r Women 
Fay- Secretarial School 
Fisher Business School 
Rickox Secretarial School 
Kathleen Dell School 
Katherine Gibbs School 
Northeastern University- School of Business 
Aruministration 
Pierce Secretarial School 
Salem Teachers College 
Felt Tarrant Oomptometer School 
Table XXVII lists the number of graduates who did not 
attend any other educational institution. The number of 
graduates who did not attend some other educational institu-
tion was comparatively- small. Table XXVII shows the dis-
tribution between the ~lasses of 1948 and 1949 of those who 
did not seek further education. 
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!ABLE XXVII 
lfOMBER OJ!' GRADUATES REPORTING NO FURTBE,R BDUCA.T:tO:N 
01&81!1 
1948 
1949 
Total 
Number 
22 
39 
61 
Per Cent 
8.9 
11.3 
20.2 
Onl7 8.9 per cent of the 1948 graduates and 11.3 per 
cent of the 1949 graduates did not report any further ed-
ucation. Table XXVII shows this distribution between the 
1948 and 1949 classes b7 number and b7 per cent. 
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.Table XXVIII shows the subjects offered by the commercia 
department of the high school and their evaluation in terms 
of their usefulness. 
TABLE XXVIII 
HIGH SCHOOL COURSES OF MOST V .ALUE AS 
REPORTED BY GRADUATES 
Course I II III IV v Score* 
Typewriting 62 28 3 0 0 431 
Shorthand 28 32 10 0 0 298 
Bookkeeping 19 10 18 17 7 234 
Filing 11 18 '19 9 3 205 
Machine Accounting 9 1'7 17 21 '1 213 
Office Practice 2 18 '24 13 11 191 
Arithmetic 8 4 12 9 5 115 
Business Law 2 11 0 0 2 56 
Economics 4 0 0, 0 4 24 
Jun~or Business Training 0 0 0 1 1 3 
* Score is determined as follows: A value of five was given 
to each first place choice, a value of four to each second 
place choice, a value of three to each third place choice, 
a value of two to each fourth place choice, and a value of 
one to each fifth place choice. 
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In Table XXVIII, typewriting ranked first with a score 
of 431, and shorthand ranked second, with a score of 298. 
Bookkeeping was third with a score of 234, and machine 
accounting was fourth with a score of 213. Filing ranked 
fifth with a score of 205, and office practice, sixth with 
a score of 191. Seventh place in the graduates' evaluation 
was arithmetic with a score of 115, followed by business 
law with a score of 56. Economics, with a score of 24, 
was ninth in evaluation, and junior business training was 
last with a score of three, apparently having no real value 
in the estimation of the graduates. 
On the baeis of the survey undertaken and the results 
obtained, the various findings and recommendations were 
made. Each recommendation was based upon the information 
received in the questionnaires returned by the graduates. 
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CHAPTER VI 
FINDINGS AND RECOMMENDATIONS 
The objective of this study was to determine whether 
graduates of the business education curriculum of the 
Cambridge High and Latin School were employed in positions 
for which they had been trained, and to determine whether 
the business training program was in need of revision. 
The data received should aid the school in establishing 
and maintaining an adequate program of educational and voca-
tional guidance. For business students this program should 
include occupational information and individual counseling 
based on accurate information regarding the aptitudes, the 
interests, and the abilities of individual pupils. 
The newly established placement service is securing 
employment for the graduates, and helping them with occupa-
tional adjustments. The graduates were employed in positions : 
I 
for which they had been trained, and graduates reported that 1 
I 
the business training program was adequately meeting business 
1 
standards. I 
The findings of the survey are: 
1. The majority of the graduates obtained employment 
immediately upon graduation. Cambridge businesses have 
absorbed 70 per cent of the graduates. 
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2. Most of the students found a satisfactory initial 
job, and the graduates had little difficulty in securing 
posi tiona. 
3. Most of the graduates were employed in manufacturing 
offices, retail stores, insurance companies, and financial 
I 
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institutions. I Nine of the graduates were employed as temporary 
or permanent employees in the State Oivil Service. 
4. Female workers have not preempted the field of 
business occupations, and there are many opportunities open 
to boys. 
5. A high percentage of the graduates were required 
to take pre-employment tests. The applicants, in most cases, 
were given intelligence, shorthand and typing teste. 
6. The number of the graduates who have attended school 
after graduation from high school was comparatively large. 
Moat of the graduates were attending school part-time. 
7. The majority of the graduates received between 
$25.00 and $32.00 per week. The general clerical workers 
received salaries ranging from $25.00 to $28.00 per week. 
Machine operators, stenographers and bookkeepers received 
salaries ranging from $29.00 to $32.00 per week. 
a. Next to the typewriter the adding machine was also 
used by a high percentage of the graduates. Other office 
machines that the graduates used were the calculator, the 
comptometer, mimeograph, billing machine, dictaphone and 
ediphone, bookkeeping machine, duplicator, addressograph, 
I 
; 
'I II 
! 
1 
~-----1 
-------,, 
II 
I 
graphotype, va.ri typer and teletype. 
9. Typewriting, shorthand, bookkeeping, filing, machine 
accounting and office practice were regarded as most valuable 
to the graduates. Arithmetic, business law, economics and 
junior business training were reported as having a secondary 
value. Arithmetic, business law and economics are not re-
quired subjects in the business curriculum. 
10. The personal qualifications of a secretary were 
listed in the order of importance by the graduates as: 
personal neatness, sense of responsibility, capability, 
vocational skill, initiative, personality, diligence and 
loyalty. Vocational business skill r~nked fourth and 
initiative, fifth in the estimation of the graduates. 
11. The majority of the graduates had no difficulties 
when first employed. A few of the graduates had difficulty 
in operating different office machines. More emphasis should 
be placed on spelling, punctuation, business letter writing, 
and English. More training should be given in payroll work, 
the billing machine, and the dictaphone and the ediphone. 
l 6o 
Some form of switchboard work should be taught to the seniors. ! 
A small minority reported insufficient dictation speed and 
typewriting speed. More emphasis should be placed on office 
methods and procedures. 
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12. . There were 166 graduates employed as general 
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clerks, stenographers, clerk typists, bookkeepers, sales 
clerks and file clerks. Twenty-six boyl,or 72 per cent, did 
some type of office work, which indicates that they benefited 
1 
from the high school business training course. 
13. The alphabetic, numeric and subject systems o:f 
filing were the most prominent systems used by graduates. 
Many of the graduates were of the opinion that the geographic 
and soundex systems could be eliminated. The charge and 
follow-up system appears to be gaining popularity in the 
large retail stores and insur~nce companies. 
14. Typewriting activities consisted of typing :form 
letters, transcribing letters, billing, working on tabulated 
material, cutting stencils, taking dictation at the typewriten 
and some form of statistical work. The average speed ranged 
from 40 to 60 words per minute with emphasis upon accuracy 
and neatness rather than upon speed generally. 
high school was adequate for the beginning position. 
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! 16. Forty-nine graduates participated in some book-
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keeping activity during the work week. :Posting, payroll . / 
work, entries in the accounts payable ledger, and making 
periodic statements were the outstanding activities. Five 
graduates kept a complete set of books. Comments by the 
graduates revealed that instruction in bookkeeping fairly 
approximated actual work performed in occupational duties. 
17. TWenty-three per cent of the graduates performed 
some form of record kee~ing in the business office. Despite 
the growing feeling that record keeping will supersede 
bookkeeping, there is no conclusive evidence that record 
keeping is not part of bookkeeping instruction. 
REOOMMENDATimTS FOR IMPROVING TEE CURRICULUM 
A program of pupil gu.idance should be set up within 
the business department. 
There should be some definite system of follow-up to 
enable the school to keep in closer touch with the demands 
of business and to adjust the school preparation accordingly. 1 
I 
A course for personality and office manners and atti-
tudes should be integrated with the office practice course. 
I Some revisions of the commercial English course should 1· 
be made to give more drill in letter writing and fundamentals 
of expression. 
A survey of the mathematical needs of business graduates 
should be made, with a Tiew to reTising the present commercial 
mathematics course. 
More boys should be advised of the possibilities in 
business work. 
A study should be made of the possibility of offering 
a course in selling to girls and boys. 
Instruction in coste, payroll, time sheets, tax forms, 
banking procedures, and insurance office duties needs to be 
expanded. 
A work experience program should be initiated :tor the 
seniors to bridge the gap between school work and actual 
practice, and thus make the training more practical. 
Adequate testing provisions should be maintained, and 
a constant stud7 should be :made for aptitude and emplo7!Dent 
purposes in order to place successfUlly workers on the right 
job. 
A council composed of the superintendent, principal of 
the high school, head of the business education, and the 
commercial teachers should meet occasionally to go over the 
curriculum, and modify it to meet changing standards. 
Many suggestions have been made that the business educa-
tion department should provide specialization in the steno-
graphic, bookkeeping, merchandising, and general clerical 
fields. The council could determine the feasibility of 
such a plan after a stuay of the reaul ts of emplo,-ee fo11ow-
~p, and emplo,-er surv.eye. 
Commercial law and economioa should be transferred to 
the business education department rather than be included 
in the social studies department, and something should be 
done to make these subjects more beneficial to the student. 
A course in business ethics should be given to all 
oolD'lleroial students in the senior ,-ear and it could be in-
tegrated with the office practice course. 
A curriculum for bo7e should be organized to include 
suoh subjects as economics, business organization, salesman-
ship, and merchandising to afford tbis group a broader busi-
ness background. 
All students should bave opportuni ~ for practice in 
using the telephone under simulated office conditions, and 
in receiving callers. 
Business students should be exposed to intensive studies 
of all types of occupation, and the vocational-business 
offerings should be broadened to provide t7pes of training 
to meet all abili~ levels. 
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LETTER OF TRANSMITTAL 
May 11, 1960 
Dear Graduate: 
The business education department of the 
Cambridge High and Latin School is making a follow-up stuay 
of the business graduates of the classes of 1948 and 1949. 
The purpose of this study is to determine whether your train- 1 
ing has been adequate for the position you hold, and to seek 
suggestions as to the subjects or types of work the high 
school should stress in training future office employees. 
In order to increase the efficiency of business 
education courses in the high school, we need your coopera-
tion in this study. Please fill out the enclosed question-
naire completely and frankly, and return it within a week in 
order that we may make the necessary curriculum revisions 
before the 1960~1961 school term. A self-addressed, stamped 
envelope is enclosed for your convenience. 
All information will be regarded as confidential; 
only total summaries without reference to individual graduates 
or firms will be used in the final report. We are depending 
upon your whole-hearted cooperation in this survey. You can 
help the future graduates of the high school by filling out 
the enclosed data sheets. 
The business education teachers thank you for 
your help. 
Sincerely, 
James L. Donohue 
==--
FOLLOW-TIP LETTER 
CAMBRIDGE HIGH AND LATIN SCHOOL 
Cambridge, Massachusetts 
Dear Graduate: 
May 15, 1950 
To continue to prepare our students at C.H.L.S. for 
success in later life, it was decided to make a follow-up 
stuay of the 1948 and 1949 classes in order to find out the 
difficulties they may have encountered in the business world 
and to receive suggestions or constructive criticism that 
might be of help to future graduates. 
To complete this study, your cooperation is needed. I 
realize that you have very little time to spare after your 
day's work is done, but your help in filling out the enclosed j 
questionnaire in whole or in part and in returning it to me in 
the self-addressed, stamped envelope within a week or ten days ! 
will be deeply appreciated. You need not sign your name if 
you do not care to do so. 
In case you are not working at the present time, feel 
free to come to the guidance and placement office in room 
118A to apply for work as this service is for graduates as 
well as undergraduates. 
Thank you for any assistance you can give to this study. 
Very truly yours, 
James L. ~onohue 
I 
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A SURVEY OF THE 1948•1949 GRADUATES ~ CAMBRIDGE HIGH AND 
LATm SCHOOL 
NAME--------------------------------------------------ADDRESS ____________________________________________ __ 
PRESENT POSITION ____________________________________ _ 
Employer ______________________________________________ __ 
Address ------------------------------------------------
1. Please check source of your position. 
Position I Position II 
a. Oambrid~Hi~ & Latfri School 
b. PUblicio enf Agency 
o. JreW'spai!f dvert sement · 
d. 3tate loyment Agency 
e. .s. ~loyment Afency 
f. Persona: apilicat on 
g. Private Bus ness School 
h. Friend or relative 
i. Business MacMne Company 
Other Sources: list 
2. How long after graduation before you obtained your 
first position? 
3. Did you take any employer~s test before obtaining 
position? Yes No 
a. Company giving test----______________________________ _ 
b. Name of test 
----------~---------------------------
4. Please list positions you have held since graduation 
Dates 
Firm Type of Work of Employment Salary 
5. Check number of years you studied the following subjects 
in high school. 
One year Two years 
a. Shortb8lid 
b. TYJ?ewritilig 
c. Bookkeeping 
d. Machine Accounting 
e. office Practice 
69 
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6. 
a. 
b. 
c. 
Check type of filing system used. 
Alphabetic 
Numeric 
Subject 
d. 
e. 
f'. 
_____ Geographic 
Sound ex 
---Others: 
7. Rave you any suggestions to make as to how we could improve the Filing Course? __________________________ __ 
a. Which system of filing could we eliminate? 
9. On which system could we spend more time? ----------
10. We spend very little time on Charge Methods and 
Follow-up methods. 
Do you think we should spend more time? 
---------
11. Please indicate exact time spent daily on the duties 
you perform re~larl~ every day. If you perform the 
duty only oecaSionaliy use a check mark opposite the 
duty. 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
1. 
___ Shorthand Dictation m. Dictaphone and 
Transcribing Letters -- Ediphone 
--- Typing Form Letters n. Bookkeeping Machine 
Proof Reading o.---- Adding Machine 
----Bookkeeping p.--- Calculator 
Record Keeping q.---- Comptometer 
------Typewriting r.--- Addressograph 
Tabulating s.-- Mimeograph 
-----Dictation at type- t.---- Duplicator 
writer u.---- Vari-typer 
Electric Typewriter v. Billing 
---cutting Stencils w.-Filing 
___ SWitchboard ===: Others: 
12. Have you any suggestions for improving our courses in 
Office Practice and Machine Accounting? 
13. Please indicate exact time spent daily on the duties you 
perform re~larly every day. If' you perform the duty 
only occas~nally use a check mark opposite the duty. 
a. 
b. 
c. 
d. 
e. 
f. 
Complete set of books g. Purchases 
--- Payroll - Journal 
Accounts Payable Ledger h. Statements 
------- Accounts Receivable Ledger i.---- Journalizing 
Sales Journal j.---- Posting 
___ Petty Cash Fund k.-==: ~a.a: . ~ · qtnot~ife~ 
-· ~liers ,.; 
'10 
14. Has the subject of bookkeeping as taught in high school 
helped you? Yes No 
15. What do you consider as special qualifications for the 
position of Bookkeeper? 
16. Are you a Bookkeeper or Record keeper? 
17. What changes would you suggest in the B.-o-o,...,kk ....e-e-p'""'i=-n-g __ _ 
course? ____________________________________________ ___ 
18. Check the personal qualifications of a secretary in the 
order of importance: 
1,2,3,4,5,6,7,8, etc. 
a. 
b. 
C• 
d. 
Vocational skill e. Capability 
Personal nea.tness f.---- Loyalty 
Initiative g. Personality 
Sense of responai bili ty h. · Diligence 
Others: 
----
19. Was the shorthand speed that you acquired in high school 
adequate for your job in the beginning? _ Yes _ No 
20. Was the typing speed that you acquired in high school 
adequate for your job in the beginning? Yes No 
21. What stands out moat about your shorthand course, 
favorably or unfavorably? 
22. What stands most about your typewriting course, favorably 
or unfavorably? 
23. In the light of your experience please give your recommen-
dations for improving the shorthand and typewriting 
courses in high school. 
24. Have you done graduate study since leaving sehool? 
Yes No 
--
Name of school _____________________________________ __ 
Attendance dates ______________________ ~--------------
'11 
II 
1\ 
II 
I 
II 
I 
I 
j 
25. What business subjects have proved of greatest value 
to you? 1. 2. 3. ________ __ 
4. 5. 
----------
26. Rave you any suggestions as to the subjects or types 
of work the high school should stress in training 
office help? 
27, Remarks: 
--------~------------------------------------
i 
., 
II 
I 
1949 
A SURVEY OF THE 1948•1949 GRADUATES OF CAMBRIDGE HIGH AND 
LATIN SCHOOL 
NAME 
ADDRE·~ss~---------------------------------------------
PRESENT POSITION 
------------------------------------------Employer ______________________________________________ __ 
Address 
1. 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
---------------------------------------------------
Please cheek source of your position. 
POsition I Position II 
Cambridge High & Latin School 
Fublio Employment lgency 
Newspaiffir Advertisement 
u.s. Emt oyment Afency 
Persona apllicat on 
Private Bus ness School 
Friend or relative 
Business Machine Company 
Other Sources: list 
2. How long after graduation before you obtained your 
first position? 
3. ·nid you take any employer's test before obtaining 
position? Yes No ____ 
a. Company giving test ________________________________ __ 
b. Name of test 
-----------------------------------------
4. Please list positions you have held since graduation. 
Dates of 
Firm TyPe of Work Employment Salary 
5. Check number of years you studied the following subjects 
in high school. 
One year Two years 
a. Shcrth8ild 
b. Typewritiiig 
c. BOOkkeeping 
d. Machine Accounting 
e. Office Practice 
I I 
'13 
==~·\====================~~ 
I 
ll 
6. Check type of filing system used. 
a. Alphabetic 
b. Numeric 
e. Subject 
d. 
e. 
f. 
_____ Geogra~hio 
Sound ex 
----- Others: 
'1. Have you any suggestions to make as to how we could 
improve the Filing Course? 
a. Which system of filing could be eliminated? 
9. On Which system could we spend more time? 
10. We spend very little time on Charge Metho~d~s-a~n-.d~---­
Follow-up methods. 
Do you think ~e should spend more time? 
11. Please indicate exact time spent daily on the duties 
you perform re~larl~ every day. If you perform the 
duty only occaS!on811y use a check mark opposite the 
duty. 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
1. 
Shorthand Dictation m. Dictaphone and 
----- Transcribing Letters ----- Ediphone 
Typing Form Letters n. Bookkeeping Machin[ 
_____ Froof Reading o. Adding Machine I 
Bookkeeping p. Calculator 
=:::: Record Keeping q Comptometer 
Typewriting r. Addressograph 
---- Tabulating a. Mimeograph i 
-----Dictation at typewriter t. Duplicator 
_____ Electric Typewriter u. Vari-typer 
Cutting Stencils v. Billing 
----- Switchboard w. Filing 
Others: 
--
12. Have you any suggestions for improving our courses in 
Office Practice and Machine Accounting? -------------
13. 
a. 
b. 
o. 
d. 
e. 
f. 
Please indicate exact time spent daily on the duties 
you perform regu1arlz every day. If you perform the 
duty only occaSIOnally use a check mark opposite the 
duty. 
_____ Complete set of books g. Purchases Journal 
_____ Payroll h. · Statements 1· 
_____ Accounts Payable Ledger i. Journalizing 
_____ Accounts Receivable Ledger j. Posting 1 
__ Sales Journal . k. Adj.& Closing 
_____ Petty Cash Fund entries 
Others 
'14 
14. Has the subject of bookkeeping as taught in high school 
helped you? Yes No 
15. What do you consider as special qualifications for the position of Bookkeeper?_. ____________________________ __ 
16. Are you a Bookkeeper or Record keeper? 
1 rl. What changes would you suggest in the ~B"='o"::"ok"='k-=-e~e:-:p:":li~n-::g~--
course? 
-----------------------------------------------
18. Check the personal qualifications of a secretary in 
the order of importance: 
a. 
b. 
c. 
d. 
1,2,3,4,5,6,7,8,etc. 
Vocational skill e. Capability 
-----Personal neatness f.----- Loyalt,y 
Initiative g. Fersonality 
Sense of responsibility h. Diligence 
----- Others: 
19. Was the shorthand speed that you acquired in high school 
adequate for your job in the beginning? _ Yes _ No 
20. Was the typing speed that you acquired in high school 
adequate for your job in the beginning? __ Yes ___ No 
21. What stands out most about your shorthand course, 
favorably or unfavorably? 
22. What stands out most about your typewriting course, 
favorably or unfavorably? ____________________________ _ 
23. In the light of your experience please give your 
recommendations for improving the shorthand and the 
typewriting courses in high school. ________________ __ 
24. Have you done graduate study since leaving school ? 
Yes No 
Name of school Attendance dat_e_s------------------------------------
'/6 
25. What business subjects have proved of greatest value 
to you? 1. 2. 3. ____ _ 
4. 5. 
-----
26. Have you any suggestions as to the subjects or types 
of work the high school should stress in training 
office help? _____________________________________ __ 
27. Remarks: _________________________________________ _ 
